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Candidate Details
[bookmark: _Toc430954218]Assessment – BSBINM301: Organise workplace information
Please complete the following activities and hand in to your trainer for marking. This forms part of your assessment for BSBINM301: Organise workplace information.
Name: 		_____________________________________________________________
Address:	_____________________________________________________________
		_____________________________________________________________
Email:		_____________________________________________________________
Employer:	_____________________________________________________________
Declaration
I declare that no part of this assessment has been copied from another person’s work with the exception of where I have listed or referenced documents or work and that no part of this assessment has been written for me by another person.
Signed:		____________________________________________________________
Date:		____________________________________________________________
If activities have been completed as part of a small group or in pairs, details of the learners involved should be provided below:
This activity workbook has been completed by the following persons and we acknowledge that it was a fair team effort where everyone contributed equally to the work completed. We declare that no part of this assessment has been copied from another person’s work with the exception of where we have listed or referenced documents or work and that no part of this assessment has been written for us by another person.
Learner 1:	____________________________________________________________
Signed:		____________________________________________________________
Learner 2:	____________________________________________________________
Signed:		____________________________________________________________
Learner 3:	____________________________________________________________
Signed:		____________________________________________________________


[bookmark: _Toc430954219]Competency Record to be completed by Assessor
Learner Name:		_______________________________________________________
Date of Assessment:	_______________________________________________________
The learner has been assessed as competent in the elements and performance criteria and the evidence has been presented as:
	
	Assessor Initials

	Authentic
	

	Valid
	

	Reliable
	

	Current
	

	Sufficient
	



Learner is deemed: 		COMPETENT		NOT YET COMPETENT (Please circle)

If not yet competent, date for re-assessment:		____________________________________

Comments from Trainer / Assessor:
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Assessor Signature:		________________________________________________________
[bookmark: _Toc430954220]
Observation/Demonstration

Throughout this unit, you will be expected to show your competency of the elements through observations or demonstrations. Your instructor will have a list of demonstrations you must complete or tasks to be observed. The observations and demonstrations will be completed as well as the activities found in this workbook. An explanation of demonstrations and observations:
Demonstration is off-the-job
A demonstration will require:
Performing a skill or task that is asked of you
Undertaking a simulation exercise
Observation is on-the-job
The observation will usually require:
Performing a work based skill or task 
Interaction with colleagues and/or customers
Your instructor will inform you of which one of the above they would like you to do. The demonstration/observation will cover one of the unit’s elements.
The observation/demonstration will take place either in the workplace or the training environment, depending on the task to be undertaken and whether it is an observation or demonstration. Your instructor will ensure you are provided with the correct equipment and/or materials to complete the task. They will also inform you of how long you have to complete the task.
You should be able to demonstrate you can:
1. Collect and assess information
1. Organise information
1. Review information needs
You should also demonstrate the following skills:
· Reading
· Writing
· Oral communication
· Navigate the world of work
· Interact with others
· Get the work done

[bookmark: _Toc430954221]Activities
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	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to access product and service information in accordance with organisational requirements.

	Activity
	Identify three common ways to access information within your place of work, and state the common process for doing so, including any organisational requirements that govern the process.

	Method (i.e. computer databases)
	Process 
	Organisational requirements

	Computer files such as memos, emails, documents and letters can be found after logging on to the computer database, this usually holds most information on customers, projects and payments needed.

	Usually found in the business computer in the office after log on. Emails are accessed through the business email & files are stored in document folders according to customers.
	Business plans with strategies and projects could be outlined. These files can be accessed at any time through paper copy of information for confirmation. If not printed there are files accessible through a customer folder.

	Financial figures such as payments, cheques, owed or paid amounts can be found can be found both in the computer database, cheque books and binders specially for savings.

	Online payment or cheque payments are both made in the office, online for online payments and with cheque found in office and written.
	Must have enough of correct resources to complete ‘production goals’ before financial figures involved, when completed a payment or sale can be filed by administration.

	Sale records, records of monthly/annual recording in data files, ect.





	Sale records or customer records, payments can be found using the excel spreadsheet or the customer folders.
	Found on excel with who has or has not paid yet, to be done by admin work, checked and confirmed.
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	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to ensure methods of collecting information are reliable and make efficient use of available time and resources and to assess information for clarity, accuracy, currency and relevance to intended tasks.

	Activity
	Consider the ways of collecting information in your organisation. 
Make notes on:

· The reliability of this method
· Does the value of the information warrant the time spent collecting it?
· Do you have the necessary resources to collect information in this way? 

Best ways to collect information are visual learning and asking questions when you’re unsure. Sometimes you’ll have an explanation on what’s going on before but you shouldn’t count on being told all the time. Questions are your friend. Check files and records.

Once you have collected information in this way, how would you ensure that the information is clear, accurate and relevant to the task? How would you analyse the information? Make notes under the following bullet points.

· Clarity

To have clear information you must know the background of what you’re doing. Main points first, and if you don’t know ask for a better understanding. Remember to check for main points when looking at files and have the records be clear in your understanding

· Accuracy 

To use this information into your practical or theory work accurately you first must know the main points of how to work, make sure to be clean and sharp with what you do. Programs used always put mathematical information to be exact so accuracy needs to be 100%.

· Relevance

All information should be relevant to know about, if not in detail at least in common knowledge. If not relevant they should be documented and accessible through files or paper copies.


· Analysis

If you’re going to ask questions right before doing something you might not have the longest time to analyse a question or answer, its best to know in advance and make sure you’re doing something right as soon as possible.
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	Estimated Time
	45 Minutes

	Objective
	To provide you with an opportunity to use interpersonal skills to access relevant information from teams and individuals.

	Activity
	Workplace activity: 

In groups of up to five, take turns to lead a group discussion on an aspect of your business or organisation, including the main topic or type of information that is accessed, organised and assessed within the workplace. This could be any topic as long as it applies to your situation. The key element is to display a variety of interpersonal skills in front of each other. 
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	Estimated Time
	40 Minutes

	Objective
	To provide you with an opportunity to organise information in a format suitable for analysis, interpretation and dissemination in accordance with organisational requirements.

	Activity
	How do the following formats aid effective organisation of information?

	Organisational feature
	How does it aid organisation of information?

	Headers and footers

Usually in bold writing because it’s important.

	
Usually shows where switches or things in the workplace are.

	Graphics and pictures

Not commonly used in our workplace.


	
Imagery could be common to show basic rules around the workplace. Such as health and safety signs.

	Symbols

Usually just seen as common workplace signs; e.g. “Non-smoking area, etc.” Or a symbol for an application.

	
Can fit under graphics and pictures, if we we’re to use it commonly for visual effects the brand name might be used with symbols for advertisement etc.

	Legends




	
Used to express the information to a graph. Can fit under symbols and pictures.

	Software applications

Only for office use, information in documents.


	
Used to store records of company’s data, files, and information.

	Tables and charts

Tables and charts are used in things like work and pay reports.


	
Information is held in charts to show and express their effectiveness and time taken.

	Add another of your own:

Excel, used the most. Has formulas incorporated in it for payment.


	
Excel is used for basically most things from tables to graphs to headers and more. It is one of the best programs for information to be stored in.
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	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to use appropriate technology/systems to maintain information in accordance with organisational requirements.

	Activity
	Choose a technological item, and one of the systems mentioned in the learner guide, to identify how they help maintain information. Refer to organisational requirements in your explanations. 


Technological item (e.g. photocopier, intranet, fax machine etc.) 

Photocopiers and printers can be used to copy and print out computer file images or work on paper; this is great if your business still uses Tax files in paper or Income files, etc. For example, our business replaces its folder each financial year start. So on June 30th we would get a new folder to be filled with Invoices, a new folder filled with tax, financial year stuff, etc. Though all of these are kept in files on the computer, a paper copy is there for backup and vice versa. Telephones and messaging is a key way to get into contact with the business as well as emails. These are to secure any information you might have about the company and if you have any queries to ask as well as to keep in contact with if you are a casual customer.









System (information, knowledge or record management)

Records as stated earlier are stored in both folders for each individual task for the financial year as well as online for customer reports and orders which are from the past and present which include information about the order, what’s asked in the order and how much final order will cost (as well as if it’s been paid yet or not). Information and records can be asked for if a customer has queries for a previous order.
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	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to collate information and materials and communicate to relevant designated persons.

	Activity
	What is the purpose of collating information? Draw upon your own experiences in the workplace and how you communicated the information to designated persons.



There are many purposes of collecting information and it is always good to have an extra copy of the information we gather especially when it comes to orders and what customers order and when. Sometimes a customer might come inside and ask about a previous order that they want a replica of because they need to make a similar order again, since we have everything organized with dates, customer names, customer orders, and keywords in the orders as well as the cost and square meters per order it makes it narrows down finding anything under these categories a lot easier. As well as customers the other workers often might need to check the orders and spread sheets to confirm an order before working on the certain order. This helps keep everything in check and having all the information in its place can make everything majorly easier.
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	Estimated Time
	45 Minutes

	Objective
	To provide you with an opportunity to identify difficulties organising and accessing information and solve collaboratively with individuals and team members.

	Activity





































	List the possible difficulties that you could come across, in relation to organising information. Offer potential solutions to these situations including the individuals or team members that you may need to collaborate with. 

	Difficulty
	How you could resolve this issue and who you may call upon to solve the issue

	
Outdated rules and guidelines without updated posted.




	
Ask for newest source or see if it is posted or written anywhere around workplace.

	
Having too many sources of information which makes it hard to tell each apart.



	
Find the most reliable source and see if it corroborates with all other sources noted.

	
Running too many programs which slows computer down too much to perform actions such as accessing other information.


	
Fixing the problem from the core would be trying to fix the rate at how fast it should run, and how it runs when removing unnecessary files.

	
Computer access not responding or down.




	
Try finding information from other technology sources such as mobile, otherwise try fix the problem with computer.
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	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to update and store information in accordance with organisational requirements and systems.

	Activity
	Provide an example of a storage system within your organisation, identifying what types of information you may store and how this adheres to organisational requirements.



Storage systems are used with the network of the company which the computers are connected to so they can access information easily from one to another technology. Storing information on the main computer is done; network connected is good for a backup also to make sure if main computer has anything go wrong there is a backup. Different types of information are stored in different folders and email is also a good use to store things, however with hard paper copies still being used there’s not too much of a strong push for every single thing being documented on the main computer. Effectiveness and time is considered the best to keep up on but there are still passwords kept on everything to keep the emails, and computer storage secured from anyone out of the business.
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	Estimated Time
	45 Minutes

	Objective
	To provide you with an opportunity to actively seek feedback on clarity, accuracy and sufficiency of information to ensure relevance of information and system and to review the contribution of information to decision making and implement appropriate modifications to collection processes.

	Activity




































	Demonstrate your knowledge of feedback opportunities by giving examples and answering the following questions in the table. 

	Method of giving feedback
	What are the advantages of this method?
	How may this inform decision making?

	

Reports and documented comments.






	
You can read to a more detailed extent about what you’re doing right or wrong.
	
A report can inform you whether information is valuable and accurate enough to suffice. Reports can show feedback through more detail and clarity.

	

Comments from customers/clients.






	
This is the best kind of judgement; a client usually will have the harshest judgement. So if they’re satisfied there’s a good chance you’re doing well.
	
Customer feedback is the best for general work and work around the main office. More so commenting on the way you do something and if it’s satisfactory. If not it can be improved.

	

Reviews







	
These are best for any extra feedback that’s usually either short but detailed or long and detailed.
	
These are best to find out the pros/cons of what you’re doing. Information from reviews can give important information relevant to the work place.
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	Estimated Time
	40 Minutes

	Objective
	To provide you with an opportunity to identify future information needs and incorporate modifications to collection processes and to document future information needs and incorporate in modifications to reporting processes.

	Activity
	You may discover that further action is needed to improve business protocol. This could occur in a variety of situations and is dependent on your organisation. 

Consider the following issues: 

· Information management (i.e. you may need to provide more information as a business in order to improve and be a more serious competitor). 
· IT system needs. There may be additional systems brought in that require training and management of more resources.
· Business requirements, such as legislative changes. 

Consider one of the above issues, depending on your own experience, and answer the following:

1. What type of information do you need to collect?

More information about the management and competition of other similar businesses. More information could include a website or small pamphlet of what our business does and such.


2. Where would you access this information? 

This information would be good to be able to access online, especially with this generation being a very technology based one. It would be best so customers can see what they need and they’re looking for online.


3. How would you document these needs if they became apparent for future improvements? 

You’d have to document everything using coding online unless you use a already paid for production place where you can easy make your own website, to keep it active with people checking it. It might have additional costs to that as a future improvement.
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	Estimated Time
	2 Hours

	Objective
	To provide you with an opportunity to demonstrate your knowledge of the foundation skills, knowledge evidence and performance evidence.

	Activity
	Complete the following individually and attach your completed work to your workbook.

The answers to the following questions will enable you to demonstrate your knowledge of:
· Reading
· Writing
· Oral communication
· Navigate the world of work
· Interact with others
· Get the work done
· Legislation and regulations affecting the gathering, organising and distribution of workplace information
· Methods for checking validity of information and its sources
· Organisational recordkeeping and filing systems, security procedures and safe recording practices 
· Workplace policies and procedures relating to workplace information.

Imagine you are going to conduct a seminar for your colleagues, based around organising workplace information. It is your job to provide an in-depth presentation based on the skills needed to organise workplace information effectively. It will combine all the skills and knowledge you have learnt from this unit. You will need to take your colleagues through the processes of accessing, collecting, organising and reviewing information. 

In order to give a credible presentation, you will need to provide resources to help knowledge, such as copies of information sources (databases, records etc.) and you will need to show briefly how to conduct some of the key activities. Remember to refer to legislation where necessary and consider your communication skills. 

Plan a PowerPoint presentation (using this application or something of the equivalent) and any required resources to support your presentation.  
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	Estimated Time
	1 Hour

	Objective
	To provide you with an opportunity to demonstrate your knowledge of the entire unit.

	Activity
	This is a major activity – your instructor will let you know whether you will complete it during class or in your own time.
Attach your completed answers to the workbook.
You must individually, answer the following questions in full to show your competency of each element:
1. Collect and assess information
2. Organise information
3. Review information needs

Answer each question in as much detail as possible, considering your organisational requirements for each one.

1. What kinds of information sources are available to access information?
Accessible information sources in the workplace are usually found in the office or are already common rules, common information is accessible online and through computer documents as well as among paper files.

2. What is the purpose of organisational requirements, in relation to accessing information?
This information is all to do with workplace information in general. To access these there is usually a process to get to the information. Such as being able to access records, files, invoices, or figures. To use any of these you might need certain information such as log on passwords unless computer is opened for general use for other workers to check files, etc.

3. What factors should you consider, to ensure that methods of collecting information are reliable?
To have all these sources updated and reliable it’s ensured that you have more than one copy of everything, so there’s backups and evidence to a certain thing needed to know about.

4. What are the advantages of improving your interpersonal skills in order to access relevant information from teams and individuals?
To advance in learning how to access and work as a part of the team effectively its best to take all the judgement you can get so you understand what to work on. 

5. Describe the process of analysing, interpreting and disseminating information.
You should learn to analyse information correctly and break down everything into parts, as well as interpret the meaning of each step and disseminate the information correctly.


6. How can the effective use of appropriate technology/systems help to maintain information?
The most effective way to remember is study key points and ask for direction, whilst using technology you should remember the key points. Having either too many or not enough sources for accessing information can be a problem because you either know too little or the simplicity is completely taken out of it for being too much.

7. Describe some common difficulties organising and accessing information and how you have overcome these.
Also another difficulty would be your computer not being able to run fast enough because of an abundance of other applications or tabs which make it slow and tiring to work with.

8. Explain some key factors of effective collaboration.
To keep everything up to date with information we use several spreadsheets in Excel.

9. How do you, or those with the responsibility, maintain up to date information and store the documentation? Explain the process and any particular systems in place.
The first is a table to store all the important learnt information such as; final square meters, final payment needed, the customer name and number, what kind of job it is. By storing information this way we can find out much quicker when a customer’s order is completed or not.

10. Identify a time when you have actively sought feedback. What was the method used and how did this enable you to provide more relevant information?
Feedback is really great when you hear comments from customers first hand, with customer service mostly being on the phone line or in person when they collect their service its best to help them when they need and listen to what they have to say about everything.

11. Building on your previous answer, how did this inform future decisions?
You could learn a thing or two about how to work more effectively according to other people. This can make future decision making much easier because you’re going to keep in mind that negative or positive feedback while working.

12. Describe a time when information resources were particularly helpful in improving performance management. It could be internal information, networking, and the influence of legislation or other factors.
Throughout all knowing information to any business should be a requirement for you to know at least the minimum amount, it can help very much with being updated on the topic and customers would be a lot more happy to know they’re dealing with someone who knows more and is more experienced.
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